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OFFICE OF THE SECRETARY OF STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76-8M—1 for instructions on completing this forn:l Forwerd signed oﬁginal to
Department of Archives and Histery, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduling Section, .

FOR AGENCY USE 1. Agency Address 1 FOR RECORDS MANAGEMENT USE
Application Dare Department of Education ) : Application Number
Office of Instructional Services 8 3 -1 &
i mriom Narbae Division of Instructional Media Services T ey Sy
thad Media Field Services, #2054 Twin Towers H ® e omplet
Btlanta, Georgia 30334 DEC 1 21982 | JAN 24 1983
2. Person to Contact . Working Title Telephone Number
Betty Gragg ' s__ecr_etary/Senior 656-2418

3. Action Requested
a. BB Establish Retention Schedule; record will continue to accumuiate
b. 0O Dispose of present accumulation; no further accumulation anticipated.

c. [ Amend Application No, Check One: O Change: O Supercede; D Void

4. Dates of Series 5. Records Series Title ffollowed by title used in office, if different)
Earliest Latest :

' ia P ation Fil
1870 ‘To date Local System Med.la rogram Evaluation Fi es

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

a Pield Services provides consultative and technical assistance in planning,
nizing, administering and evaluating media programs in local systems, implementing
e Board Policy on instructional materials and egquipment in local systems, conducting.
shoos for media personnel, working with colleges, CESAs and others to improve media
crogyam development, and reviewing and maklng recommendations conce“n¢ng plans for media
facility renovation and construction.

33 H‘ Mo 44

7. Record Series Description This file contains the following documents {mc!ude form pumbers and titles, if any):

Attach samples of the file.

Documents refating to: Evaluating and assisting in the development of the media programs within

each local school system.

Inciuded are:

Fvaluations of local media programs, copies of LEA media policies and procedures, locally
developed media handbooks and other materials, correspondence, recommendations and reports
to local system, and related documents.

File is arranged: Alphabetically by system, thereunder chronologically by date.

8. Monthly R‘eference Rate How often are records referred to which are:
One to six months old 20 : Seven to twelve months old 20 : Thirteen to twenty-four months old 10 :
_twenty-five months and older _5 7
9. Annual Rate of Accumulation of Records )
Letter-size drawers . ; Leoal-size drawers _l_..__ ‘Shelves _______; Orher {specify}

4
)%

{Over)




ves | NO | 10. Ouestionnaire {Place an X"’ in the proper column}
‘ a. s this the official copy of the series? .
X i not, where is i1?
i b, Does the series contain confidential information requiring security handling? If yes, cite law or reguiation.
{ 3 ¢ .
r ¥ c. Is this 2 vital record? ' _ v .
Py d. Does this series have historical or long term research valus?
N/A e. When one or two documents in the file make it necessary to keep the entire file for 2 long period, cOuld these
documents be scheduled separately?
X $ s 'Lhe mfo mﬁgn contained in this series ever published? lf ves. attach copy,
g Is 'he mformatuon contained in this series ever analyzed and/or recorded in a summarized report?
X If ves, attach copv,
h. Is there a duplication of this series in your office, or in another office or agency7
X I yes, where?
X i, Is this series (or @ masor portion of it) regqularty microfilmed?
¥ J._Does the record serjes result in 2 computer printout?
11. Retention Requirements The following requires the series to be kept:
a. State Law years., d. Audit period . Yyears,
b. Statute of limitation years, e. Administrative need S years,
c. Federal law years, f. Federal retention instructions years,

Attach copy or excert of laws or regulations. Explain administrative need,

Office reference reguirement.

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

® Calendar Year;: [J Fiscal Year: [3 Other ——then,

B Holdinthe currentfilesarea ____ _month{s) S vearls); then
G “Transfer to local holding aree: hold __________vyear(s); then

T Transfer tc State Records Center; hold . yearls); then

¥ Destroy.

T Transfer to State Archives for permanent retention.

D Other (Specify}

These instructions api:aly to all prior and future accumulations of the series,

Agency Head/Designee [Signature} Records Management Otficer (Signature) Date

(!f disapproved, attach letter {

of explanation.) %ﬁetary of State/Designee {M 0/'-0{ W -/ // 7/ ¥3

; / L W z"
! Wiy pran Cilr /»_}/3, \ Walde Z 12/10/%

ﬂ 7 : State Records Committee !S;anature} Date

Recommendations in para- <
graph 12 are approved. State Auditor/Designee W . /- 7 ?—'? 3

.
X
Q

| Anerney General/Designee W L



